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How to record Inventory Wasted or Expired      
 
Inventory Update of Wasted and Expired items 
 

Step 
# 

Execution Procedure or Input Expected Result or Output 

1 Hover over Inventory tab and click on Wasted and Expired.  System should show Wasted and Expired Screen 

2 Review list of items.    Items on screen should appear for specific program and site.  

3 Enter amount in Loss Quantity column. Select a Reason such as: 
Failure to store properly. 
  

System should show number of Items available and allow you to 
enter a number in the Loss Quantity column and choose a reason 
for the loss from the drop down list.     

4 In the Explanation of Loss: enter your reason for the loss of the item    System should allow you to enter text in the box next to the 
Explanation of Loss.   

5 In the Steps to Prevent Future Losses:  enter what your site will do to 
prevent future losses of this item   

System should allow you to enter text in the box next to the 
Steps to Prevent Future Losses.    

6 Check one or more of the Check all that apply checkboxes.  System should allow you to choose more than one checkbox.   
Note checkbox(is) chosen:    

7 Below the check boxes, there should be a drop down arrow showing 
two choices.  Choose:  I have notified the appropriate staff of this 
loss.     

System should allow you choose “I have notified the appropriate 
staff of this loss”.   

8 Enter your first initial, last name, and date of the test in the 
Approved By text box.   

System should allow you to enter information in the ‘Approved 
By’ text box.   

9 Click Save.   System should refresh the screen and return the Wasted or 
Expired confirmation page.  System should update/reduce 
inventory.   

10 Review contents of the Wasted or Expired report/confirmation 
screen. 

System should show in the far left hand side of the screen:  Main 
Report:   
 

11 Click Printer icon located below the Welcome tab on the Wasted or 
Expired report screen.   

System refreshes screen and returns a Print Setup dialog box. 

12 Click Print button at bottom of the Print Setup screen.   System should return a quick popup message box stating:  
Printing:   

13 Hover over Inventory tab and click on C-33 Inventory Reconciliation.  System should refresh the screen  
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Step 
# 

Execution Procedure or Input Expected Result or Output 

14 Review the Expired or Wasted Doses column contents.   System should show the total Expired or Wasted Amounts for 
each Item recorded in previous steps of this test under the 
appropriate Item and lot.   

 

Wasted and Expired Screen  
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Wasted Expired Drop Down Reasons 
 

 


